Checklist for Components of a Typical IT  Bid
Describe the requirements in sufficient detail to allow prospective bidders to determine whether they are capable of providing the item or service. A well-written SOW covers all requirements that meet the objectives set by the customer needs, and permit a more accurate estimate of probable costs because they tell the seller what is required, leaving no uncertainty of whether the bidder is obligated to perform specific tasks. 
· 1.
Introduction

· a.  Boilerplate language with standard department overview
· b.  Brief summary of problem to be solved
· c.  Brief summary of expected project outcome
· d.  Reference to other applicable documents related to the project or bid
· 2.
Schedule
· Dates of the bidder’s key tasks or submission of product or service(s)
· 3.
Functional and/or Technical Requirements
· a.  Identify/quantify unknowns
· b.  Alert bidder to potential issues
· c.  Hardware/Software technical requirements
· d.  System inter-operability requirements
· e.  Security infrastructure requirements
· f.  Identify/quantify unknowns
· g.  Alert bidder to potential issues
· h.  List assumptions
List and describe activities within the scope of work built from the WBS (work breakdown structure). Requirements should be complete, valid, unambiguous, testable, and traceable.
· 4.
Project Completion Criteria
· a.  Describe to the bidder what ‘done’ looks like 
· b.  Define ‘done’: deliverable/task, final system acceptance
Information should include a precise definition of the conditions and criteria that will be applied to determine that the contract has been successfully completed.
· 5.
Warranty and Maintenance
· a.  Length of warranty
· b.  When does maintenance begin and warranty end
· c.  What goods/services are expected to be provided
· d.  Third-party software
· e.  When does SW license transfer occur
· 6.
Change Control Procedures
· a.  Define who, what, and when, a change order/work authorization can be submitted
· b.  Define the review and approval process
· 7.
Escalation Procedures
· Internal process contractor shall follow prior to invoking GSPD-401IT, #41, Dispute Resolution
· 8.
Contractor Responsibilities

· a.  Deliverable products and services; description of the items that will be developed 
or provided

· b.  Define task that do not result in specific deliverables

· c.  Performance standards
· d.  Training (project)

· e.  Transition (project)

· f.  List and describe the minimum staff qualifications
· g.  Describe the expected reporting structure
· h.  Identification of who within the buyer’s organization will have the decision making authority
Provide a precise definition of all products, data services, facilities, and staff the bidder is required to provide (include quantities, locations, and dates for delivery when applicable)

· 9.
State Responsibilities
· a.  People, places, things, and services to be provided by the State to accomplish the work of the SOW (e.g. number of state staff/titles; desk, computer, desktop software, etc.)
· b.  Identify within the state who has the decision-making authority
· 10.
Schedule
· a.  Milestones
· b.  Deliverable due dates (e.g. 90 days after State acceptance of Project Plan)
· c.  Known constraints (e.g. building access; Legislative funding)
· 11.
Pricing and Payment
· 12.
Evaluation Criteria

· a.  Determine payment type: firm-fixed; benefits based; time & materials
· b.  Payment terms (e.g., approved invoices; prompt payment)
· c.  Invoicing schedule (e.g. monthly in arrears)
· d.  Travel and per diem
· e.  Taxes
· f.  Cost sheets
· 13.
Miscellaneous
· a.  Amendment language
· b.  Service-level agreements (performance metrics or goals)
· c.  Liquidated damages (a provision of the contract for damages in the face of failure to fulfill the contract)
· d.  Performance bond
· e.  Withholds
· f.  Standards of conduct (including the State’s right to replace contracted staff)
· g.  Shipping, handling, and freight (FOB)
· 14.
Evaluation Criteria

· 15.  Appendixes
· a.  State Terms and Conditions (applicable GSPD’s)
· b.  State Special Provisions (as applicable)
Informational Only

Work Breakdown Structure

By definition is a deliverable-oriented hierarchical decomposition of the work to be executed by the project team to accomplish the project objectives and create the required deliverables.
· Should include descending levels that represent an increasingly detailed definition of each project objective
· Divides requirements into major phases or tasks that are a logical division of the work effort
· Furthers the creative process and develop an outline for the SOW
Contract Interpretation Guidelines
· Ambiguous language will be construed against the writer

· Handwritten provisions prevail over printed provisions (in the event of a conflict)

· Words prevail over figures (e.g. $203-two hundred dollars)

· Specific terms prevail over general language

· Commonly accepted meanings are given to words

· The contract is interpreted as a whole

